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Audience, Overview and Topics

Audience

The intended audience for the Configuring Deposit Processing Settings Participant User Guide
includes:

e Accounting Specialist

e Local Accounting Specialist (see Chapter 1 for specific permissions)

Overview

Welcome to Configuring Deposit Processing Settings. In this chapter, you will learn:
= How to add accounting codes, and map accounting codes to an OTC Endpoint
= How to create, edit and delete custom labels
= How to set your options for processing deposits

= How to create, edit and delete user defined fields specific to your agency

Topics
This chapter is organized by the following topics:

1. Maintaining Accounting Codes
2. Managing Custom Labels
3. Managing Processing Options

4. Creating and Editing User Defined Fields

Version 1.0/August 2010 Administration 3
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Topic 1. Maintaining Accounting Codes

For your organization’s Deposit Preparers to properly account for an agency’s deposits, they
need accounting codes to which they can allocate the deposits. After you have created the
organization hierarchy, you are responsible for making the accounting codes available to the
Deposit Prepares by creating them in OTCnet. An accounting code identifies how a transaction
is processed in an agency’s internal accounting system. As an Accounting Specialist, you can
enter, modify, delete, and/or import accounting codes for your OTC Endpoint.

Accounting codes may be your Treasury Account Symbols (TASs), or may be other accounting
categories that your organization uses. Work with your management to determine what
accounting codes are appropriate for your organization.

Enter an Accounting Code

1. Click the Administration tab. From the Manage Organization menu, select
Accounting Codes and click Modify (see Figure 1 below).

Figure 1. Select Accounting Codes>Modify

H Administration i Reports ﬁ

Manage Organizations « Manage Users

Organization Hierarchy [ 3

Accounting Codes 3 Modify

Custom Labels b Import

Processing Options 3 View

User Defined Fields 3 Modify OTC Endpoint Mappings
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2. The Step 1 of 3: Select OTC Endpoint page appears. Select the highest level
organization for which you want to add the accounting codes (see Figure 2 below).

Figure 2. Select Highest Level Organization

Modify Accounting Codes

Step 1 of 3: Select the OTC Endpoint ;

Select the top level OTC endpoint to modify accounting codes
CHM denoles check capture TGa denotes deposit processing
Organization Hlerarchy: High Level Organizations

Acsplocal - Accounting Specialist Local
AcC1SplTGA - Accounting Specialist ITGA Organization

ActSpecha - Accounting Specialist Naigation Script

Agancy-Fl - Agencies Using Commearcial Fls

3. The Step 2 of 3: Update Accounting Codes page appears (see Figure 3 below).

¢ Navigate to the first blank row. If all of the rows are populated, scroll down to the
bottom and click Add More Lines

e Enter the details in both Accounting Code and Description text boxes.

e Click the TAS check box to indicate the accounting code is a Treasury Account
Symbol (if applicable) and click Next.

Figure 3. Add/Update Accounting Codes

Modify Accounting Codes
Step 2 of 3:: Update Accounting Codes

Update the list of accounting codes for the organization hierarchy.

Organization Hierarchy: MO-01 - MO-01

“ Denotes required fields.

TAS “Agency Accounting Code  “Description Delete
[ Check All f Clear All ]
OAC-01 Acct Code 1 [}
] QAC-02 Acct Code 2 [l
O O

I |
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4. The Step 3 of 3: Review Accounting Codes page appears. Verify the information is
correct and click Submit (see Figure 4 below). A confirmation page appears
showing the accounting codes have been saved.

Figure 4. Review Accounting Codes

Modify Accounting Codes
Step 3 of 3: Review Accounting Codes

Verify the following information is correct and click Submit to save the list of accounting codes.

‘Organization Hierarchy: MO-01 - MO-01

Active Accounting Codes

TAS Agency Accounting Code  Description
v 0AC-01 Acct Code 1
0AC-02 Acct Code 2

Removed Accounting Codes
There are no accounting codes marked for deletion

<« Previous
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&= Add an Accounting Code

1. Click the Administration tab.

2. From the Manage Organization menu, select Accounting Codes and click Modify.
The Step 1 of 3: Select OTC Endpoint page appears.

3. Select the highest level organization for which you want to add the accounting codes.
The Step 2 of 3: Update Accounting Codes page appears.

To enter the new accounting codes

1. Navigate to the first blank row. If all of the rows are populated, scroll down to the
bottom and click Add More Lines

2. Enter the details in both Accounting Code and Description text boxes.

3. Click the TAS check box to indicate the accounting code is a Treasury Account
Symbol (if applicable).

4. Click Next. The Step 3 of 3: Review Accounting Codes page appears. Verify the
information is correct and click Submit. A confirmation page appears showing the
accounting codes have been saved.

Application Tip

Click Add More Lines to insert additional rows to the table, to input
additional agency accounting codes.

Click Cancel to return to the OTCnet Home Page. No data will be saved.
Click Clear to clear all data fields and reset to the default selections.
Click Next to advance to the next page.

Click Previous to return to the previous page.

Click Return Home to return to the OTCnet Home Page.

.
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Modify an Accounting Code

You can modify an existing accounting code, if necessary. If the modified accounting code is
applied, former deposits will continue to appear under the previous accounting code.

1. Click the Administration tab. From the Manage Organization menu, select
Accounting Codes and click Modify (refer to Figure 1).

2. The Step 1 of 3: Select OTC Endpoint page appears. Select the highest level
organization for which you want to add the accounting codes (refer to Figure 2).

3. The Step 2 of 3: Update Accounting Codes page appears (refer to Figure 3). Update
the list of accounting codes and click Next.

You can update the accounting codes by,

e Clicking the TAS check box to indicate that the accounting code is a Treasury
Account Symbol.

e Entering the details in both the Agency Accounting Code and Description text
boxes.

e Checking the Remove box next to the accounting code(s) you want to delete, if
applicable

4. The Step 3 of 3: Review Accounting Codes page appears. Verify the information is
correct and click Submit. A confirmation page appears showing the accounting
codes have been saved for the OTC Endpoint (refer to Figure 4)

8 Administration Version 1.0/August 2010
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& Modify an Accounting Code

To edit an existing accounting code, complete the following steps:
1. Click the Administration tab.

2. From the Manage Organization menu, select Accounting Codes and click Modify.
The Step 1 of 3: Select OTC Endpoint page appears.

3. Select the highest level organization for which you want to modify. The Step 2 of 3:
Update Accounting Codes page appears.

4. Update the list of accounting codes and click Next.

You can update the accounting codes by
e C(Clicking the TAS check box to indicate that the accounting code is a Treasury
Account Symbol.
e Entering the details in both the Agency Accounting Code and Description text
boxes.
e Checking the Remove box next to the accounting code(s) you want to delete, if
applicable

5. The Step 3 of 3: Review Accounting Codes page appears. Verify the information is
correct and click Submit. A confirmation page appears showing the accounting codes
have been saved for the OTC Endpoint.

D

(

Application Tip

e Click Add More Lines to insert additional rows to the table, to input
additional agency accounting codes.

Click Cancel to return to the OTCnet Home Page. No data will be saved.
Click Clear to clear all data fields and reset to the default selections.
Click Next to advance to the next page.

Click Previous to return to the previous page.

Click Return Home to return to the OTCnet Home Page.
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Delete an Accounting Code

You can delete an existing accounting code, if necessary. You cannot delete an accounting
code fully if a deposit has been made against it. If the deleted accounting code is associated
with a past deposit, future deposits cannot be made against that accounting code and those
former deposits will remain in OTCnet as they are.

1. Click the Administration tab. From the Manage Organization menu, select
Accounting Codes and click Modify (refer to Figure 1).

2. The Step 1 of 3: Select Organization page appears (refer to Figure 2). Select the highest
level organization for which you want to delete the accounting codes.

3. The Step 2 of 3: Update Accounting Codes page appears. Check the Delete box(es)
next to the accounting code(s) you want to delete and click Next (see Figure 5 below).

Figure 5. Delete an Accounting Code

Modify Accounting Codes

Step 2 of 3:: Update Accounting Codes

Update the list of accounting codes for the organization hierarchy.
organization Hierarchy: MO-01 - MO-01
= Denotes required fields.

TAS “Agency Accounting Code  “Description Delete
[ Check All f Clear All ]

OAC-01 Acct Code 1 O

] OAC-02 Acct Cade 2 O

4. The Step 3 of 3: Review Accounting Codes page appears. Verify the information is
correct and click Submit (refer to Figure 4). A confirmation page appears showing the
accounting code has been deleted/saved for the OTC Endpoint.
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&=~ Remove an Accounting Code
To remove an existing accounting code, complete the following steps:
1. Click the Administration tab.

2. From the Manage Organization menu, select Accounting Codes and click Modify.
The Step 1 of 3: Select Organization page appears.

3. Select the highest level organization for which you want to delete the accounting codes.

The Step 2 of 3: Update Accounting Codes page appears.

4. Check the Remove box(es) next to the accounting code(s) you want to delete and click
Next.

5. The Step 3 of 3: Review Accounting Codes page appears. Verify the information is
correct and click Submit. A confirmation page appears showing the accounting code
has been deleted/saved for the OTC Endpoint.

)

pplication Tip
Click Add More Lines to insert additional rows to the table, to input

additional agency accounting codes.

Click Cancel to return to the OTCnet Home Page. No data will be saved.
Click Clear to clear all data fields and reset to the default selections.
Click Next to advance to the next page.

Click Previous to return to the previous page.

Click Return Home to return to the OTCnet Home Page.
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Import Accounting Codes

If your organization has an existing set of accounting codes, such as TASs, that you would like
to use in OTCnet, you can import those accounting codes to OTCnet using a CSV file (an Excel
spreadsheet), a Fixed file or an XML file. Contact your Deployment Specialist or the OTCnet
Helpdesk for a sample of the file you can use to import your accounting codes; there is a
specific format necessary to ensure a successful import.

1. Click the Administration tab. From the Manage Organization menu, select
Accounting Codes and click Import (see Figure 6 below).

Figure 6. Select Accounting Codes>Import

H Administration ] Reports ﬁ

Manage Organizations

Manage Users

Organization Hierarchy 3

Accounting Codes [ 3 Modify

Custom Labels 3 Import

Processing Options 3 View

User Defined Fields b Modify OTC Endpoint Mappings

2. The Step 1 of 4: Select OTC Endpoint page appears (see Figure 7 below). Select the
highest level organization for which you want to import accounting codes.

Figure 7. Select OTC Endpoint

CHE semstes check caplshe

Import Accounting Codes

Siep 1 of & Select the OTC Endpodnt

Select the top level OTC endpoint to import accounting codes.

Ovganiration Hierarchy: High Level Organiizations
ACsploC - ACCog RN SP'E'EI-E!IS-E L3
ACSplTGA - Accounting Specialst TGA Oeganizaton
Arinpect il - Accturing Speciale] Naagaten Senpl

| BgencyFl - Sgencies Ligng Commerial Fis

TGA SEAHIEE Q2RO DrocEsfeng
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3. The Step 2 of 4: Import From File page appears. Select the File Type you want to import

into the system, Browse to its location on your computer, and click Import (see Figure
8 below).

Figure 8. Import Accounting Codes

Import Accounting Codes
Step 2 of 4: Import From File

Organization Hierarchy: test1 - test1

Select File

Select the type of accounting code you would like to import into the system and browse to its location. Once you
have chosen the file type and file location, click Import to save the information.

File Type
ICSV fle =

File Name

| Browse.. |

cance’

4. The Step 3 of 4: Import Accounting Codes page appears. The list of accounting codes

will appear. Update the list of accounting codes that will be imported into the system and
click Next (see Figure 9).
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Financial Management Service

You can update the details by

Clicking the TAS check box to indicate that the accounting code is a Treasury
Account Symbol.

Entering the details in both the TAS and Description text boxes.

Checking the Skip Selected box to skip importing any accounting codes

Figure 9: Select Accounting Codes

Import Accounting Codes
Step 3 of 4:Select Accounting Codes

TAS

im [~ i o i e R I S Y S S

- Organization Hierarchy: Agency-FI - Agencies Using C
Take a look at the st of accounting codes that will be mported to the system and make any necessary updates. To
remove accounting codes before submitting them, mark them for removal and click Update to see the new list.

cial FIs

skip Selected
Check All ; Clear All

*TAS *Description
[conEtn [Code10 description
ICODE11 |Code11 description
[coperz [Code12 description
[cobEa [Code13 description
[cODE14 |Code14 description
[copEtio [Code110 description
ICODE111 |Code111 description
[conEz [Code112 descnption
[cobEtia [Code113 description
[coDEta [Code114 description

* Denotes required fieks.

r

im [ S B S S I S S i ] |

|| |

l
(-
4
o

(

Application Tip

You can import CSV, Fixed, or XML files.

®Application Tip

Contact your Deployment Specialist or OTCnet Helpdesk for a sample
file with an appropriate format to help you import your organization’s

accounting codes.

14
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5. The Step 3 of 4: Review page appears. Verify the information is correct and click
Submit. A confirmation page appears showing that the accounting codes have been
imported (see Figure 10 below).

Figure 10: Review Imported Accounting Codes

Import Accounting Codes
Step 4.of 4: Review

Verify the following information is correct and click Submit to save the list of accounting codes.
Organization Hierarchy: Agency-FI - Agencies Using Commercial Fls
TAS TAS Description
CODE10 Code10 description
CODE11 Codel1 description
CODE12 Code12 description
CODE13 Code13 description
CODE14 Code14 description
CODE110 Code110 description
CODE111 Code111 descrption
CODE112 Code112 description
CODE113 Code113 descripton
CODE114 Code114 description
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&3~ Import Accounting Codes

To import accounting codes, complete the following steps:
1. Click the Administration tab.

2. From the Manage Organization menu, select Accounting Codes and click Import.
The Step 1 of 4: Select OTC Endpoint page appears.

3. Select the highest level organization for which you want to import accounting codes. The
Step 2 of 4: Import From File page appears.

4. Select the File Type you want to import into the system, Browse to its location on your
computer, and click Import. The Step 3 of 4: Import Accounting Codes page appears.

Application Tip
You can import CSV, Fixed, or XML files.

< Application Tip
Contact your Deployment Specialist or the OTCnet Helpdesk for a sample of
the file you can use to import your accounting codes.

5. The list of accounting codes will appear. Update the list of accounting codes that will be
imported into the system and click Next.

You can update the details by

e Clicking the TAS check box to indicate that the accounting code is a Treasury
Account Symbol.

e Entering the details in both the TAS and Description text boxes.

e Checking the Skip Selected box to skip importing any accounting codes.

6. The Step 3 of 4: Review page appears. Verify the information is correct and click
Submit. A confirmation page appears showing that the accounting codes have been
imported.

16 Administration Version 1.0/August 2010
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View an Accounting Code

Accounting Specialists and Viewers can view their OTC Endpoint accounting codes. To view
accounting codes for your OTC Endpoints, select the View function.

1. Click the Administration tab.

2. From the Manage Organization menu, select Accounting Codes and click View. The
Select OTC Endpoint page appears (see Figure 11 below).

Figure 11. Select Accounting Codes>View

i Administration ] Reports ﬁ

Manage Organizations « Manage Users

Organization Hierarchy [ 3

Accounting Codes 3 Modify

Custom Labels [ 3 Import

Processing Options [ 3 View

Uszer Defined Fields 3 Modify OTC Endpoint Mappings

3. Select the highest level organization for which accounting codes you would like to view
as shown in Figure 12 below.

Figure 12. Select OTC Endpoint to View

View Accounting Codes

Select the OTC Endpoint

Select the top level OTC endpoint to view accounting codes.

CHH denotes check capture TGA denotes deposit processing

Organization Hierarchy: High Level Organizations

AcsplLocal - Accounting Specialist Local
ActSpITGA - Accounting Specialist ITGA Organization
ActSpecMa - Accounting Specialist Mavigation Script

Agency-Fl - Agencies Using Commercial Fls
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Financial Management Service

4.

The View Accounting Codes page with the list of accounting codes for the selected

organization hierarchy appears (see Figure 13 below).

Figure 13: View Accounting Codes page

Active Accounting Codes

TAS
v

v
v
v

View Accounting Codes

View Accounting Codes

The following accounting codes are available for the organization hierarchy.

TAS
703220
70X3875.01
F0X5088.1
FOX6697
CODE10
CODE11
CODE110
CODE111
CODE112
CODE113
CODE114
CODE12
CODE13
CODE14
MORETEST
MYTEST
TEST123

Qrganization Hierarchy: Agency-FI - Agencies Using Commercial FIs

Description
Waiver Request
Appications
Exammnation Fees
Colections for Bonds
Code10 description
Codel1 descripton
Codel110 descripton
Code111 description
Code112 description
Code113 deseription
Code114 description
Codel2 description
Code13 description
Code14 description
Another test
mytest

Test 123

18
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&

View an Accounting Code

To view an accounting code for an OTC Endpoint, complete the following steps:

1.

2.

Click the Administration tab.

From the Manage Organization menu, select Accounting Codes and click View. The
Select OTC Endpoint page appears.

Select the highest level organization for which accounting codes you would like to view.

The View Accounting Codes page with the list of accounting codes for the selected
organization hierarchy appears.

M N
L/

[
—

Application Tip

Additional buttons on the page help you perform other tasks:
e Click Cancel to return to the OTCnet Home Page. No data will be saved.
¢ Click Previous to return to the previous page.
¢ Click Return Home to return to the OTCnet Home Page.
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Assign OTC Endpoint Mappings to Accounting Codes

Each OTC Endpoint in your organization’s hierarchy must have one or more accounting codes
assigned (mapped) to it. You are responsible for mapping the right accounting code(s) to the
OTC Endpoints.

1. Click the Administration tab. From the Manage Organization menu, select
Accounting Codes and click Modify OTC Endpoint Mappings (see Figure 14 below).

Figure 14. Select Accounting Codes>Modify OTC Endpoint Mappings

i Administration i Reports ﬁ

Manage Organizations Manage Users

Organization Hierarchy 4

Accounting Codes b Modify

Custom Labels 3 Import

Processing Options 3 View

User Defined Fields b Modify OTC Endpoint Mappings

2. The Step 1 of 4: Select OTC Endpoint page appears. Select the OTC Endpoint for which
accounting code endpoint mapping you would like to assign (see Figure 15 below).

Figure 15: Select OTC Endpoint page

Modify Accounting Codes to Endpoint

Step 1 of 4: Select OTC Endpoint

Select the OTC Endpoint to view and modify accounting code endpoint mappings.
CHEK denotes check capture TGA denotes deposit processing M denotes mapped accounting coda(s)

Organization Hierarchy: High Level Organizations

Expand All / Contract Al

% AF - Financial
*l AcspLocal - Accountng Spedialst Local
# ActSpITGA - Accounting Speciaist ITGA Organization
= ActSpecNa - Accounting Spedalst Navigation Scrpt
= Agency-F1 - Agencies Using Commercial FIs
= ReqionAFI - Region A-Commercial FI-Bank of America
S L3AFI BOA - Level 3A Agency-F1 Bank of Amenca 16A M
= L3BFI BOA - Level 3B Agency-FI Bank of America 168 M
[ RegionBFI - Region B-Commercal FI-KeyBank
= Agency-FOR - Agencies accepting foreign depasits
# Agency-FRB - Agencies usng FRBs as Fls
= CBP - Customs and Border Protection
B Cti- Ctti Org
¥ DHS - Department of Homeland Securty

¥ DMS - Debt Management Services
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3. The Step 2 of 4: View Assigned Accounting Codes page appears.
Click Assign Mappings (see Figure 16 below).

Figure 16: View Assighed Accounting Codes page

Modify Accounting Codes to Endpoint

Review the list below and select the Assign Mappings to add accounting code mappings.

- Organization Hierarchy: Agency-FI - Agencies Using C cial Fls
Endpont: L3AFI BOA - Level 3A Agency-FI Bank of Amerca

Mote: Endpoints inherit accounting codes assigned to a higher level if not specifically assigned.

<< < 1-3 » »> of 3 Records

TAS v Description »
FOX3875.01 Appications
70X5088.1 Examination Fees

. FOXB6697 Colections for Bonds

m Assign Mappings

4. Enter the search criteria for Accounting Code (Starting With) and/or Description
(Contains) and click Search.

Application Tip

All accounting codes that meet your search criteria and are not
assigned to your OTC Endpoint will be display on the page. If you do
not enter search criteria, all the accounting codes defined for the
highest level organization appear.
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5. The Step 2 of 4 Continued: Search and Assign Accounting Codes page appears. Check
the Assign box(es) for the accounting codes that you want assign and click Next (see
Figure 17 below).

Figure 17: Continued: Search and Assign Accounting Codes page

Assign Accounting Codes to Endpoint
| Step 2 of 4 Continued: Search and Assign Accounting Codes.

Organization Hierarchy: Agency-FI - Agencies Using Commercial Fis
Endpoint L3AFI BOA - Level 3A Agency-FI Bank of Amenca

Enter your search criteria and dick Search to search for accounting codes to assign
Accounting Code (Starting With)

Description (Contans) Max 50 alpha-numeric characters

Clear Search
Search Resuls

TASY Description» Assign
Check All  Clear All

CODE11 Codell description I3
CODE110 Code110 description =
CODE111 Codel11 description (m]
CODE112 Code112 description ]
CODE113 Code113 description (m]
CODE114 Code114 description C
CODE12 Codel2 descrption O
CODE13 Codel3 description C
CODE14 Code14 descrption O
MORETEST Ancther test ]
MYTEST mytest (m]
TEST123 Test 123 (]
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Financial Management Service
6. The Step 3 of 4: Assign Accounting Codes page appears. Review and verify the
accounting code(s) you would like to assign and click Next as show in Figure 18 below.
Figure 18: Assign Accounting Codes page
Assign Accounting Codes to Endpoint
Step 3 of 4: Assign Accounting Codes
Review the list below and verify the accounting codes you would like to assign.
Organization Hierarchy: Agency-FI - Agencies Using Commercial Fls
EndpointL3AFT BOA - Level 3A Agency-FT Bank of America
Note: Endpoints nhert: accountng codes assigned to a higher level if not specificaly assigned.

Currently Assigned Accounting Codes
Description
Applcations
Examination Fees
Colections for Bonds
Remove

TAS
J0X3875.01
J0X5088.1

70X6697
Description

Accounting Codes Marked for assignment
TAs
703220 Waiver Request
Code10 description
Code11 description
Code110 description
|
=

CODE10
CODE11
CODE110

im M= N .

)

Check the Remove box(es) and click the Update button to delete the

Application Tip
OTC Endpoint mapping for an accounting code.

Administration
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7. The Step 4 of 4: Review Accounting Codes to Endpoint page appears. Confirm the
information is correct and click Submit to assign the accounting code(s) to the OTC
Endpoint (see Figure 19 below). A confirmation page appears showing that the
accounting codes have been assigned to the OTC Endpoint as shown in Figure 19.

Figure 19: Review Accounting Codes to Endpoint page
Assign Accounting Codes to Endpoint
Step 4 of 4: Review Accounting Codes to Endpoint

Verify the following information is correct and click Submit to assign the accounting code to the
OTC Endpoint.

 Organization Hierarchy: Agency-FI - Agencies Using Commercial Fls
EndpontL3AF] BOA - Level 3A Agency-FI Bank of America
MoteEndpoints inherit accounting codes assigned to a higher level if not specificaly assigned.
Accounting Codes Marked for assignment

TAS Description
703220 Waiver Request

. CODE10 Codel0 description
CODE11 Code11 description
CODE110 Code110 description
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&

Map Accounting Codes to OTC Endpoints

To assign an endpoint mapping, complete the following steps:

1.

2.

Click the Administration tab.

From the Manage Organization menu, select Accounting Codes and click Modify
OTC Endpoint Mappings. The Step 1 of 4: Select OTC Endpoint page appears.

Select the OTC Endpoint for which accounting code endpoint mapping you would like to
assign. The Step 2 of 4: View Assigned Accounting Codes page appears.

Click Assign Mappings. Enter the search criteria for Accounting Code (Starting With)
and/or Description (Contains) and click Search.

= Application Tip

All accounting codes that meet your search criteria and are not assigned to
your OTC Endpoint display on the page. If you do not enter search criteria,
all the accounting codes defined for the highest level organization appear.

The Step 2 of 4 Continued: Search and Assign Accounting Codes page appears. Check
the Assign box(es) for the accounting codes that you want to assign and click Next.

The Step 3 of 4: Assign Accounting Codes page appears. Review and verify the
accounting code(s) you would like to assign and click Next.

——

Application Tip
Check the Remove box(es) and click the Update button to delete the OTC
Endpoint mapping for an accounting code.

The Step 4 of 4: Review Accounting Codes to Endpoint page appears. Confirm the
information is correct and click Submit to assign the accounting code(s) to the OTC
Endpoint. A confirmation page appears showing that the accounting codes have been
assigned to the OTC Endpoint.
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~ Application Tip

Additional buttons on the page help you perform other tasks:
e Click Assign Mappings to assign accounting codes to the selected OTC
Endpoint.
Click Cancel to return to the OTCnet Home Page. No data will be saved.
Click Manage Additional to manage another accounting code.
Click Previous to return to the previous page.
Click Return Home to return to the OTCnet Home Page.
Click Search to display accounting codes that match your search criteria.
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Remove an OTC Endpoint Mapping

You can remove an accounting code from an OTC Endpoint if necessary. If you do this, data
for historical deposits from that OTC Endpoint that are associated with that accounting code do
not change, but future deposits may not be allocated to that accounting code.

1. Click the Administration tab. From the Manage Organization menu, select
Accounting Codes and click Modify OTC Endpoint Mappings (refer to Figure 14).

2. The Step 1 of 4: Select OTC Endpoint page appears (refer to Figure 15). Select the OTC
Endpoint for which endpoint mapping you would like to remove.

3. The Step 2 of 4: View Assigned Accounting Codes page appears Click Remove
Mappings (see Figure 20 below).

Figure 20: Assigned Accounting Codes page

Modify Accounting Codes to Endpoint

Review the list below and select the Assign Mappings to add accounting code mappings.

 Organization Hierarchy: Agency-FI - Agencies Using Commercial Fls
Endpont: L3AFI BOA - Level 3A Agency-FI Bank of Amenca

Note: Endpoints inherit accounting codes assigned to a higher level if not specifically assigned.

< < 1-3 > >> of 3 Records

TAS v Description »
70X3875.01 Applcations
70X5088.1 Examination Fees
706697 Colections for Bonds

Cance!
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4. The Step 3 of 4: Remove Accounting Codes page appears. Check the Remove box(es)
for the accounting codes that you want to delete and click Next (see Figure 21 below).

Figure 21: Remove Accounting Codes page

Remove Accounting Codes from Endpoint

Review the list below and select the accounting codes you would like to remove,

r Organization Hierarchy: NP51 - National Park Service

Step 3 of 4: Remove Accounting Codes

Endpoint AKR - Alaska Area Region

Account Number Description Check All / Clear All
Remove

2006 9916- -319 RM AKRO - Incidental Business Permits -

2006 9880-7014-600 RV AKRO - AMHS Office Space |

2006 9926- -700 RV AKRO - Franchise Fees 2

« Previous Cancel

Next »

5. The Step 4 of 4: Review Accounting Codes to Endpoint page appears. Confirm the
information is correct and click Submit to remove the accounting code(s) from the OTC
Endpoint. A confirmation page appears showing that the accounting codes have been

removed from the OTC Endpoint (refer to Figure 19).
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&

Remove an OTC Endpoint Mapping

To remove an endpoint mapping for an OTC Endpoint, complete the following steps:

1.

2.

Click the Administration tab.

From the Manage Organization menu, select Accounting Codes and click Modify
OTC Endpoint Mappings. The Step 1 of 4: Select OTC Endpoint page appears.

Select the OTC Endpoint for which endpoint mapping you would like to remove. The
Step 2 of 4: View Assigned Accounting Codes page appears.

Click Remove Mappings. The Step 3 of 4: Remove Accounting Codes from Endpoint
page appears.

Check the Remove box(es) for the accounting codes that you want to delete and click
Next.

The Step 4 of 4: Review Accounting Codes to Endpoint page appears. Confirm the
information is correct and click Submit to remove the accounting code(s) from the OTC
Endpoint. A confirmation page appears showing that the accounting codes have been
removed from the OTC Endpoint.

I,

¢

Application Tip
Additional buttons on the page help you perform other tasks:

e Click Assign Mappings to assign accounting codes to the selected OTC
Endpoint.

Click Cancel to return to the OTCnet Home Page. No data will be saved.
Click Manage Additional to manage another accounting code.

Click Previous to return to the previous page.

Click Return Home to return to the OTCnet Home Page.

Click Search to display accounting codes that match your search criteria.
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Topic 2. Managing Custom Labels

After you manage your organization hierarchy and enter the appropriate accounting codes, you
can customize the labels of the fields in the deposit preparation page that your organization’s
Deposit Preparers and Deposit Approvers see when they are preparing and submitting
deposits or in reports. These are called custom labels. A custom label allows you to define a
level in the organization hierarchy, the internal control number, or agency accounting code.
Performing this customization is optional.

For example, if your agency refers to Accounting Codes as Financial Numbers you can have the

custom label changed to Financial Number. As an Accounting Specialist, you can define,
update or view a custom label.

Define a Custom Label

1. Click the Administration tab. From the Manage Organization menu, select Custom
Labels and click Modify (see Figure 22 below).

Figure 22. Select Custom Labels>Modify

Manage Organizations -

Organization Hierarchy [ 3

Accounting Codes [ 3

Custom Labels [ Modify
Processing Options [ 3 View
User Defined Fields [ 3
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2. The Select OTC Endpoint page appears. Select the highest level OTC Endpoint for
which you want to modify custom labels (see Figure 23 below).

3. The Step 1 of 2: Update Custom Labels page appears. Update the custom label(s) for

Figure 23: Select OTC Endpoint page

View Custom Labels
Select OTC Endpoint

Select the top level OTC Endpoint to modify custom labels.

CHK denotes check capture TGA denotes deposit processing M denotes mapped accounting code(s)

Organization Hierarchy: High Level Organizations
AF - Financia
AcspLocal - Accountng Spedaist Local
ActSpITGA - Accounting Specialist ITGA Organization
ActSpecNa - Accounting Spedialist Navigation Script
Agency-FI - Agencies Using Commercal FIs
Agency-FOR - Agences accepting foreign deposits
Agency-FRB - Agencies usng FRBs as FIs
CBP - Customs and Border Protection
Cti - Cii Org
DHS - Department of Homeland Security
DMS - Debt Management Servicas
DevAgency - Development Agency
Durga-INSA - Durga Yalamanchi
FCC - The desc of FCC
HL1 - MyOrgHL1
HLO Short - HLO Desc -1234567890123456789012345678901234567890123456789012
IRS - Internal Revenue Service
J5B - Descrption ...

the organization hierarchy and click Next (see Figure 24).
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Update the labels by

. Entering a title for your Organization Hierarchy Labels.
. Entering an agency accounting code title for the Accounting Code Definition
Label

Figure 24: Update Custom Labels page

Modify Custom Labels
Step 1 of 2: Update Custom Labels

Update the custom labels for the organization hierarchy.

- Organization Hierarchy: Agency-FRB - Agencies using FRBs as Fls

Organization Hierarchy Labels
Highest Level
Highest Level

Level 2
Level 1

Level 3
Level 2

Accounting Code Definition Label
Agency Accounting Code
Account Number - Changed

Y Application Tip

You can define a new Organization Hierarchy Label or update the
existing label(s). You can also modify the label of the accounting code
definition.
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4. The Step 2 of 2: Review Custom Labels page appears (see Figure 25 below). Verify the
information is correct and click Submit. A confirmation page appears showing that the

custom labels have been modified for the organization hierarchy.

Figure 25: Review Custom Labels page
Modify Custom Labels
Step 2 of 2: Review Custom Labels
Verify the following information is correct and click Submit to modify the custom labels for the organi

hierarchy.
~ Organization Hierarchy: Agency-FRB - Agencies using FRBs as Fls

Organization Hierarchy Labels

Level Label

Highest Level: Changed High level
Level 2: Changed Level 2
Level 3: Changed Level 3

Accounting Code Definition Label
Account Number - Modified

Agency Accountng Code

-
-

Application Tip
From the Confirmation page, click Edit if you need to make additional
changes after reviewing the information and return to Step 3.

Administration
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3=~ Define a Custom Label

To modify a custom label, complete the following steps:
1. Click the Administration tab.

2. From the Manage Organization menu, select Custom Labels and click Modify. The
Select OTC Enapoint page appears.

3. Select the highest level OTC Endpoint for which you want to modify custom labels. The
Step 1 of 2: Update Custom Labels page appears.

4. Update the custom label(s) for the organization hierarchy and click Next. The Step 2 of
2: Review Custom Labels page appears.

Update the labels by,
e Entering a title for your Organization Hierarchy Labels.
e Entering an agency accounting code title for the Accounting Code Definition Label

)

ilIII‘"u

i

Application Tip

You can define a new Organization Hierarchy Label or update the existing
label(s). You can also modify the label of the accounting code definition.

5. Verify the information is correct and click Submit. A confirmation page appears showing
that the custom labels have been modified for the organization hierarchy.

= A

&' Application Tip
Click Edit if you need to make additional changes after reviewing the
information and return to Step 4.

@Application Tip

Additional buttons on the page help you perform other tasks:
¢ Click Cancel to return to the OTCnet Home Page. No data will be saved.
e Click Edit to return to the previous page.
¢ Click Previous to return to the previous page.
e Click Submit to complete the process and display the Confirmation page.
e Click Return Home to return to the OTCnet Home Page.
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Update an Existing Custom Label

1. Click the Administration tab. From the Manage Organization menu, select Custom
Labels and click Modify (refer to Figure 22).

2. The Select OTC Endpoint page appears. Select the highest level OTC Endpoint for
which you want to modify custom labels (refer to Figure 23).

3. The Step 1 of 2: Update Custom Labels page appears. Update the custom label(s) for
the organization hierarchy and click Next (refer to Figure 24).

Update the labels by

. Entering a title for your Organization Hierarchy Labels.

Entering an agency accounting code title for the Accounting Code Definition
Label

)

D
/I

Application Tip

You can define a new Organization Hierarchy Label or update the

existing label(s). You can also modify the label of the accounting code
definition.

4. The Step 2 of 2: Review Custom Labels page appears. Verify the information is correct
and click Submit (refer to Figure 25). A confirmation page appears showing that the
custom labels have been modified for the organization hierarchy.

~ Application Tip
If additional changes are required after reviewing the information, click
Edit if you need to make additional changes after reviewing the
information and return to Step 3.
Version 1.0/August 2010 Administration
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& Modify a Custom Label

To modify a custom label, complete the following steps:

1. Click the Administration tab.

2. From the Manage Organization menu, select Custom Labels and click Modify. The
Select OTC Enapoint page appears.

3. Select the highest level OTC Endpoint for which you want to modify custom labels. The
Step 1 of 2: Update Custom Labels page appears.

4. Update the custom label(s) for the organization hierarchy and click Next. The Step 2 of
2: Review Custom Labels page appears.

Update the labels by,
e Entering a title for your Organization Hierarchy Labels.
e Entering an agency accounting code title for the Accounting Code Definition Label

== Application Tip

You can define a new Organization Hierarchy Label or update the existing
label(s). You can also modify the label of the accounting code definition.

5. Verify the information is correct and click Submit. A confirmation page appears showing
that the custom labels have been modified for the organization hierarchy.

=\
[E]

 Application Tip
If additional changes are required after reviewing the information,

click Edit if you need to make additional changes after reviewing the
information and return to Step 4.

PN

®Agplication Tip

e Click Cancel to return to the OTCnet Home Page. No data will be saved.
Click Edit to return to the previous page.
Click Next to advance to the next page.
Click Previous to return to the previous page.
Click Submit to complete the process and display the Confirmation page.
Click Return Home to return to the OTCnet Home Page.
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View a Custom Label

You use the View function to review the custom labels that are in effect for your
organization’s deposit preparation fields.

1. Click the Administration tab. From the Manage Organizations menu, select Custom
Labels and click View (see Figure 26 below).

Figure 26. Select Custom Labels>View

Manage Organizations

Organization Hierarchy | 3

Accounting Codes »

Custom Labels [ 3 Modify
Processing Options » View
User Defined Fields »

2. The Select OTC Endpoint page appears. Select the highest level organization for which
you would like to view the custom labels (see Figure 27 below).

Figure 27: Select OTC Endpoint page

View Custom Labels
Select OTC Endpoint

Select the top level OTC Endpoint to modify custom labels.

CHK denotes check capture TGA denotes deposit processing M denotes mapped accounting coda(s)
Organization Hierarchy: High Level Organizations

AF - Financia

Acsplocal - Accountng Spedalst Local

ActSpITGA - Accounting Specialst ITGA Organzation
ActSpecNa - Accounting Specialist Navigation Script
Agency-FI - Agencies Using Commeraal Fls
Agency-FOR - Agences accepting foreign deposits
Agency-FRB - Agencies using FRBs as FIs

CBP - Customs and Border Protection

Citi - Cid Org

DHS - Department of Homeland Security

DMS - Debt Management Services

DevAgency - Development Agency

Durga-NSA - Durga Yalamanchi

FCC - The desc of FCC

HL1 - MyOrgHL1

HLO Shart - HLO Desc -123456/8901234567890123456789012345678901 23456789012
IRS - Internal Revenue Service

JSB - Description ..
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3. The View Custom Labels page appears showing which custom labels are in effect for
the organization hierarchy (see Figure 28 below).

Figure 28: View Custom Labels page

View Custom Labels
View Custom Labels

The following custom labels are in effect for the organization hierarchy.

- Organization Hierarchy: Agency-FI - Agencies Using C ial FIs

Organization Hierarchy Labels

. Level Label
Highest Level Highest Level
Level 2: Level 1
Level 3: Level 2

Accounting Code Definition Label
Agency Accounting Code TAS
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3=~ View a Custom Label

To view a custom label, complete the following steps:

1. Click the Administration tab.

2. From the Manage Organizations menu, select Custom Labels and click View. The
Select OTC Enapoint page appears.

3. Select the highest level organization for which you would like to view the custom labels.

The View Custom Labels page appears showing which custom labels are in effect for
the organization hierarchy.

)

i
I
i

AR

Application Tip

Additional buttons on the page help you perform other tasks:

e Click Cancel to return to the OTCnet Home Page. No data will be saved.
e Click Return Home to return to the OTCnet Home Page.
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As part of managing your organization hierarchy, you need to define your deposit processing
options. Processing options are parameters for the deposit and adjustments process. You
must first define processing options at the highest level of the organization before defining lower
level options. For lower-level organizations, if you do not define these options, then the lower-
level organizations will take on the options set for the next higher level organization that does
have the options set.

If you do not define processing options, your organization cannot create deposits. You can
define processing options at any level within your organization. You can also view the
processing options by OTC Endpoint report to manage processing options in your organization.

As an Accounting Specialist, you can modify the following processing options for your
organization’s hierarchy:

» Accounting Classifications for Adjustments: |dentifies the default accounting codes
to which you want adjusted amounts credited and debited

= Correspondence: Provides the financial institution with address information for any
correspondence including returned item information

» Deposit Preparation: Sets default settings for deposit preparation to save time for
Deposit Preparers

= Transaction History: Sets default settings for historical data about transactions

Modify Processing Options

1. Click the Administration tab. From the Manage Organization menu, select
Processing Options and click Modify (see Figure 29 below).

Figure 29. Select Processing Options>Modify

Manage Organizations +

Organization Hierarchy [ ]

Accounting Codes »

Custom Labels »
Processing Options » Modify
User Defined Fields 3 View
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2. The Step 1 of 3: Select OTC Endpoint page appears (see Figure 30 below). Select the

OTC Endpoint for which you want to modify a processing option.

3. The Step 2 of 3: Define Processing Options page appears. Modify the processing

Figure 30: Select OTC Endpoint page

Modify Processing Options
Step 1 of 3 Select OTC Endpoint

Select the OTC Endpoint to modify processing options.

Organization Hierarchy: Agency-FI - Agencies Using Commercial Fls
Expand All / Contract Al

¥ AF - Fnancial

® Acsplocal - Accounting Specialist Local

[ ActSpITGA - Accounting Specialist ITGA Organization
= ActSpecNa - Accounting Spedalst Navigation Script
¥ Agency-FI - Agences Using Commercial FIs

¥ Agency-FOR - Agencies accepting foreign deposis

® Agency-FRB - Agendes using FRBs as Fls

[ CBP - Customs and Border Protection

™ i - Citi Org

= DHS - Department of Homeland Security

E OMS - Debt Management Services

¥ DevAgency - Development Agency

= Durga-NSA - Durga Yalamanchi

EFCC - The desc af FCC

EHL1 - MyOrgHL1

EHLO Short - HLO Desc -123456789(1 23456789012345678901234567890123456789012

® RS - Internal Revenue Service

CHHK denotes check capture TGA denotes deposit processing M denotes mapped accounting code(s)

m—

option(s) and click Next (see Figure 31 below).

Figure 31: Define Processing Options page

Modify Processing Options

Step 2 of 3: Define processing options

Modify processing options and click Next
‘Organization Hierarchy: Arz CMC - Arizona CMC
+ Accounting Classifications for Adjustments
+ Correspondence
» Deposit Preparation

» Transaction History

« Previous Cancel E
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To modify Accounting Classifications for Adjustments, you can (see Figure 32
below):

Update Default Accounting Codes by,

Selecting either Use parent’s values or Use my values

Changing the Accounting Code for the adjustment types you want to modify

Selecting Yes or No to allow changes by an organization lower in hierarchy

Update Default Accounting Code Usage (see Figure 32 below) by,

Selecting either Always Use the Default for Deposit Adjustments or Default
based upon Deposit Subtotals for Deposit Adjustments

Selecting Yes or No to allow changes by an organization lower in hierarchy.

Figure 32: Define Processing Options page with
Accounting Classifications for Adjustments expanded

Modify Processing Options
Step 2 of 3: Define processing options

Modify processing options and click Next

Organization Hierarchy: Agency-FI - Agencies Using Commercial Fis

= Accounting Classifications for Adjustments

Default Accounting Codes

Update the accounting codes used for adjustment
© Use parent's values ® Use my values

Adjustment Type Account Code TAS
Debit CODE110 =
“Credit 70XB697 = v

Alow changes by organzation lower in hierarchy
€ Yes € No

Default Accounting Code Usage
Define default accounting code processing for deposit adjustments
© Use parent’s values ® Use my valuss

© Aways Use the Default for Depost Adjustments
© Default based upon Deposit Subtotals for Deposit Adjustments

Allow changes by organzation lower in hierarchy
& Yes € No
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To modify Correspondence, you can (see Figure 33 below):
Update Returned ltems by,

e Selecting Use parent’s values or Use my values

e Entering the corresponding address information that you would like to be displayed
to a financial institution when return item adjustment is created

e Selecting Yes or No to allow changes by an organization lower in hierarchy

Figure 33: Define Processing Options page with Correspondence expanded

E Correspondence

| Returned Items
Update the correspondence address for return tem
© Use parent's values & Use my values

Organization Name*
Agency Fl

Attention

Address Line 1
789 Street

Address Line 2

City™
Kansas City

State/Province
[Missouri =] mo
Postal Code

3214

Country
[United States of America =] lus

Contact Phone Number
123-456-7890

Allowi changes by organization lower in hierarchy
& Yes © No
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Update Deposit Adjustment by (see Figure 34 below),
e Selecting Use parent’s values or Use my values

e Entering the corresponding address information that you would like to be displayed
to a financial institution when a deposit adjustment is created

e Selecting Yes or No to allow changes by an organization lower in hierarchy

Figure 34. Update Deposit Adjustment Options page
with Deposit Adjustment expanded

Deposit Adjustments
Comespondence address for deposit adjustment

© Use parent's values @ Use my values

Organization Mame*
CBP - Customs and Borde

Attention
Revenue Division - DIT

Address Line 17
PO Box 68501

Address Line 2

City*
Indianapolis

State/Province”
[indiana =

Postal Code*

IZGQGS

Country*
|United States of America j us

Contact Phone Mumber

Allow changes by organization lower in hierarchy
# ves © No

To modify Deposit Preparation, you can (see Figure 35)
Update ITGA Deposit Creation by,

e Selecting Use parent’s values or Use my values
e Selecting Yes or No to allow endpoint to create foreign deposits

» If the endpoint accepts foreign deposits, enter the Default foreign currency
when creating deposits details
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e Selecting Yes or No to allow changes by an organization lower in hierarchy.

Figure 35: Update Deposit Processing Options page with
Deposit Preparation (ITGA Deposit Preparation) expanded

~ Deposit Preparation

ITGA Deposit Creation
OTC Endpoint Creation of Foreign Deposits

7 Use parent's values  Use my values

Allow OTC Endpoint to create foreign deposits
= Yes T Mo

Default foreign currency when creating deposits
| FREMNCH FRAMNC =1

Allow changes by organization lower in hierarchy
® ves Mo

Update Subtotals and Cash Count by (see Figure 36 below),

e Selecting Use parent’s values or Use my values

e Selecting Yes or No for each of the following options
* Include Sub-totals for Checks/Money Orders and Cash
* Include Currency count and sub-totals by denomination

* Include Coin count and sub-totals by denomination
= Allow changes by an organization lower in hierarchy.

Figure 36: Update Deposit Processing Options page with
Deposit Preparation (Subtotals and Cash Count) expanded

Update subtotak and currency/coin counts for deposis
T Use parent's vales & Use my values

Inchude sub-totals for Checks/Maoney Orders and Cash
& Yes © No

Incude Currency count and sub-totak by denomnation
® Yes © No

Indude con count and sub-totaks by denomination
= Yes © Mo

Alovi changes by organization koveer n heerarchy
® Yeg 0 Na

Update Accounting Code Subtotals by (see Figure 37),

Selecting Use parent’s values or Use my values
e Selecting Yes or No radio for each of the following options
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= Allow negative accounting code subtotals
= Allow changes by an organization lower in hierarchy.

Figure 37: Step 2 of 3: Update Deposit Procession Options page with
Deposit Preparation (Accounting Code Subtotals) expanded

Accounting Code Subtotals
Megative Accounting Code Subtotals
T Use parent's valies & Use my valies

Abavi negatave Accountng Code Subtotas
& Yes © No

Ak changes by organzation kver i herarchy
& Yes T No

Update Separation of Duties by (see Figure 38 below),
e Selecting Use parent’s values or Use my values
e Selecting Yes or No radio for each of the following options

= Deposits must be prepared and approved by different employees
= Allow changes by an organization lower in hierarchy.

Figure 38: Update Deposit Procession Options page with
Deposit Preparation (Separation of Duties) expanded

Separation of Duties

Update polcy requrng separation of duties for depost preparation and
approva

© Use parent's values & Use my values

Deposits must be prepared and approved by different employees
C Yes & Ng

Alavi changes by organzation kower i herarchy
# Yes © Mo

Modify Transaction History by (see Figure 39),
» Selecting Use parent’s values or Use my values

= Entering the Number of days displayed in the text box (if applicable)
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= Selecting Yes or No to allow changes by an organization lower in hierarchy
and click Next.

Figure 39: Update Deposit Procession Options page
with Transaction History expanded

= Transaction History

Transaction History

Update the number of days displayed
€ Use parent's valies © Use my values

Number of days dsplayed
45

Alow: changes by organzation lower in hierarchy
€ Yes € No

« Previous Cancel m

5. When you have clicked Next, the Step 3 of 3: Review the following processing options
page appears (see Figures 40- 43).

Figure 40: Review the Following Processing Options page with
Accounting Classifications for Adjustments expanded

Modify Processing Options
Step 3 of 3: Review the following processing options

prganization(s) will be affected by these processing option modifications

Verify the following information is correct and click Submit to store the processing options.

Organization Hierarchy: Agency-FI - Agencies Using Commercial Fls

= Accounting Classifications for Adjustments

Default Accounting Codes

Adjustment Type Account Code TAS
Debit CODE110

Credt 70X6697 v
Inherit Optien from Parent No
Can Descendant Org Modify Yes

Default Accounting Code Usage

Default based upon Deposit Subtotals for Depost Adjustments Yes

Inhert Opbion from Parent No

Can Descendant Org Modify Yes
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Figure 41: Review the Following Processing Options

page with Correspondence expanded

= Correspondence

Returned Items

Agency MName

Attention

Address Line 1

Address Line 2

City

State/Province

Country

Postal Code

Contact Phone Number
Inherit Option from Parent

Can Descendant Org Modify

Deposit Adjustments

Agency Mame

Attention

Address Line 1

Address Line 2

City

State/Province

Country

Postal Code

Contact Phone Number
Inherit Option from Parent

Can Descendant Org Modify

Agency FI

789 Street

Kansas City
MO
us

63214
123-456-7890
No

Yes

Agency FI

789 Street

Kansas City
MO
us

63214
123-456-7890
MNo

Yes
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Figure 42: Review the Following Processing Options page
with Deposit Preparation expanded

= Deposit Preparation

r ITGA Deposit Creation

Allow endpoint to create foreign deposis No
Defaul foreign currency when creating deposis
Inhert Option from Parent No

Can Descendant Org Modify Yes

Subtotals and Cash Count

Include sub-totals for Checks/Money Orders and Cash Yes
Include Currency count and sub-totals by denommnation Yes
Include con count and sub-totals by denomination Yes
Inherit Option from Parent No
Can Descendant Org Modify Yes

Accounting Code Subtotals

Allow negative numbers on accounting sub-total amounts Yes
Inherit Option from Parent No
Can Descendant Org Modify Yes

Verify the information is correct and click Submit (see Figure 43 below). A confirmation
page appears showing which processing options were applied to the organization.

Figure 43: Review the Following Processing Options page
with Transaction History expanded

Separation of Duties
Deposits must be prepared and approved by different employees  No
Inherit Option from Parent No

Can Descendant Org Modify No

= Transaction History

Transaction History

Number of days displayed in Transaction Hstory a5
Inherit Option from Parent No
Can Descendant Org Modify No

m
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)

a0
—’

A

~> Application Tip

Click Edit if additional changes are required after reviewing the
information and return to Step 3.
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&

Modify Processing Options

To modify a processing option, complete the following steps:

1.

2.

Click the Administration tab.

From the Manage Organization menu, select Processing Options and click Modify.
The Step 1 of 3: Select OTC Endpoint page appears.

Select the OTC endpoint for which you want to modify a processing option. The Step 2
of 3: Define Processing Options page appears.

Modify the processing option(s) and click Next.

To modify Accounting Classifications for Adjustments, you can:

Update Default Accounting Codes by

e Selecting either Use parent’s values or Use my values.

e (Changing the Accounting Code for the adjustment types you want to modify.
e Selecting Yes or No to allow changes by an organization lower in hierarchy.

Update Default Accounting Code Usage by

e Selecting either Always Use the Default for Deposit Adjustments or Default
based upon Deposit Subtotals for Deposit Adjustments.

e Selecting Yes or No to allow changes by an organization lower in hierarchy.

To modify Correspondence, you can:

Update Returned ltems by

e Selecting Use parent’s values or Use my values.

e Entering the corresponding address information that you would like to be displayed
to a financial institution when return item adjustment is created.

e Selecting Yes or No to allow changes by an organization lower in hierarchy.

Update Deposit Adjustment by

e Selecting Use parent’s values or Use my values.

e Entering the corresponding address information that you would like to be displayed
to a financial institution when a deposit adjustment is created.

e Selecting Yes or No to allow changes by an organization lower in hierarchy.

To modify Deposit Preparation, you can
Update ITGA Deposit Creation by
e Selecting Use parent’s values or Use my values.
e Selecting Yes or No to allow endpoint to create foreign deposits.
= If the endpoint accepts foreign deposits, enter the Default foreign currency
when creating deposits details.
e Selecting Yes or No to allow changes by an organization lower in hierarchy.

Update Subtotals and Cash Count by
e Selecting Use parent’s values or Use my values.
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e Selecting Yes or No for each of the following options
* Include Sub-totals for Checks/Money Orders and Cash
» Include Currency count and sub-totals by denomination
* Include Coin count and sub-totals by denomination
= Allow changes by an organization lower in hierarchy.

Update Accounting Code Subtotals by

e Selecting Use parent’s values or Use my values.

e Selecting Yes or No radio for each of the following options
= Allow negative accounting code subtotals
= Allow changes by an organization lower in hierarchy.

Update Separation of Duties by

e Selecting Use parent’s values or Use my values.

e Selecting Yes or No radio for each of the following options
= Deposits must be prepared and approved by different employees
= Allow changes by an organization lower in hierarchy.

To modify Transaction History, you can by
= Selecting Use parent’s values or Use my values.
= Entering the Number of days displayed in the text box (if applicable)
= Selecting Yes or No to allow changes by an organization lower in hierarchy.

5. The Step 3 of 3: Review the following processing options page appears. Verify the
information is correct and click Submit. A confirmation page appears showing which
processing options were applied to the organization.

£

[y |

=¥ Application Tip
Click Edit if additional changes are required after reviewing the information
and return to Step 4.

A

£1.)

&Y application Tip
Additional buttons on the page help you perform other tasks:

Click Cancel to return to the OTCnet Home Page. No data will be saved.
Click Edit to return to the previous page.

Click Next to advance to the next page.

Click Previous to return to the previous page.

Click Return Home to return to the OTCnet Home Page.
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View Processing Options

1. Click the Administration tab. From the Manage Organization menu, select
Processing Options and click View (see Figure 44 below).

Figure 44. Select Processing Options>View

Manage Organizations

Organization Hierarchy 2

Accounting Codes | 3

Custom Labels »
Processing Options ) Modify
User Defined Fields 3 View

2. The Select OTC Endpoint page appears (see Figure 45 below). Select the
highest level organization or any lower level OTC Endpoint for which you would
like to view the processing options.

Figure 45. View OTC Endpoint for Processing Options

: Select OTC Endpoint

Select the OTC Endpoint to modify processing options.

CHK denotes check capture TGA denotes deposit processing M de

Organization Hierarchy: Agency-FI - Agencies Using Commercial Fls
Expand All / Contract Al

¥ AF - Fnancial

¥ Acsplocal - Accounting Specialst Local

B ActSpITGA - Accounting Speciaiist ITGA Organization
= ActSpechla - Accounting Specalst Navigation Script

H pgency-FI - Agences Using Commercial Fls
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3. A View Processing Options page appears showing which custom labels are in
effect for the organization hierarchy (see Figure 46 below).

Figure 46. View Processing Options

= Accounting Classifications for
Default Accounting Codes

Adjustment Type
Debit

Credt

Inhert Option from Parent

Can Descendant Org Modify

Default Accounting Code Usage
Default based upon Depostt Subtol
Inherit Option from Parent

Can Descendant Org Maodify

Adjustments

Account Code
CODE110
F0X6697

TAS

= Correspondence
Returned Items
Agency Name
Attention
Address Line 1
Address Line 2
City

State/Province

Agency FI

789 Street

Kansas City
MO

Country

Postal Code

Contact Phone Num
Inhert Option from K

Can Descendant Org

= Deposit Preparation

ITGA Deposit Creation
Allow endpoint to create foreign deposits No
Default foreign currency when creating deposiks

Inherit Option from Parent No

Can Descendant Or{ Separation of Duties

Inherit Option from Parent

Can Descendant Org Modify

= Transaction History
Transaction History

Mumber of days displayed n Transaction History

Inherit Option from Parent

Can Descendant Org Modify

Deposits must be prepared and approved by different employees No

a5

No
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A View Processing Options

To view a processing option, complete the following steps:
1. Click the Administration tab.

2. From the Manage Organizations menu, select Processing Options and click
View. The Select OTC Endpoint page appears.

3. Select the highest level organization or any lower level OTC Endpoint for which
you would like to view the processing options A View Processing Options page
appears showing which processing options are in effect for the organization
hierarchy.

=¥ Application Tip
Additional buttons on the page help you perform other tasks:

¢ Click Cancel to return to the OTCnet Home Page. No data will be saved.
¢ Click Return Home to return to the OTCnet Home Page.
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You have the ability to provide user defined fields (UDFs) for Deposit Preparers to enter
deposit activity and accounting activity information during the deposit preparation process. A
UDF is a field for the deposit preparer to complete that describes a deposit activity or deposit
accounting activity (e.g. driver’s license number) specific to your organization. As an
Accounting Specialist you can create, modify, and delete a UDF for your organization
hierarchy.

If your organization elects to use UDFs, you should communicate this to each of your OTC
Endpoints and identify what information should be included.

You can perform several tasks in working with UDFs:

e (Create a user defined field
e Modify a user defined field
e Delete a user defined field
¢ View a user defined field

Create a User Defined Field

You can create up to five user defined fields for your organization: up to three for Create
Deposit UDF, and up to two for the Create Deposit Subtotals UDF. To create a user defined
field:

1. Click the Administration tab. From the Manage Organization select, User Defined
Fields and click Modify (see Figure 47 below).

Figure 47. Select User Defined Fields>Modify

Manage Organizations -

Organization Hierarchy »

Accounting Codes 3

Custom Labels »

Processing Options »

User Defined Fields » Modify
View
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2. The Select OTC Endpoint screen appears (see Figure 48 below).Select the highest level

organization for which you want to modify user defined fields (UDFs).

Figure 48: Select OTC Endpoint page

Modify User Defined Fields

Select OTC Endpoint

Select the top level OTC Endpoint to modify processing options.

Expand Al / Contract Al

¥ AF - Fnancial

¥ Acsplocal - Accounting Specialst Local

CHK denotes check capture TGA denotes deposit processing

M denotes mapped accounting code(s)

QOrganization Hierarchy: Agency-FI - Agencies Using Commercial FIs

B ActSpITGA - Accounting Specialist ITGA Organization
5 ActSpecha - Accounting Specialst Navigation Seript
B Agency-FI - Agences Usng Commercial Fls

B Agency-FOR - Agencies accepting foreign deposis

B Agency-FRB - Agences using FRBs as Fls

¥ CBP - Customs and Border Protection

® Citi - Citi Org

¥ DHS - Department of Homeland Security

B DMS - Debt Management Services

¥ DevAgency - Development Agency

© Durga-NSA - Durga Yalamanchi

BIFCC - The desc of FCC

E'HL1 - MyOrgHL1

B HLO Short - HLO Desc -1234567890123456789012345678901234567890123456789012

BRS - Internal Revenue Service

3. The Step 1 of 3: Select User Defined Field to Maintain page appears. Click the Create
UDF (see Figure 49 below).

Figure 49: Select User Defined Field to Maintain page

Modify User Defined Fields
Step 1 of 3. Select User Defined Field to Maintain

Organization Hierarchy: Rajesh-HLO - Rajesh-High Level Org

Click on the activity label to edt the User Defined Field.
Click on the 'Create UDF" button to create a new User Defined Field.
Click the related checkbox to delete a User Defned Field.
Display Delete
Activity  Label Description 4 jor Datallvpe [ Delete Al / Undelete Al ]
Create ada dawd wedagw Drop Down
Deposic List of
= Aphanumenc =
Values
Create new label  new Drop Down
Depost description L List of -
Subtotal Aphanumeric
Values
Create my my Deposit Drop Down
Deposic Deposit Subtotal 2 List of -
Subtotal Subtotal Descripbon Aphanumenc
Label Values
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4. The Step 2 of 3: Modify the User Defined Field page appears. Add the user defined field,
and click Done (see Figure 50 below).

You can add a user defined field by,

e Selecting the Activity type for the user defined field
e Entering the Label and Description
e Selecting a Data Type
e If the Drop Down List of Alphanumeric Values Data Type is selected,
proceed to step 5
e If another Data Type is selected, continue entering in information for the
fields below and then proceed to step 6
e Entering the

e Maximum Input Length (Maximum length is 255)
e  Minimum Input Length
¢ Display Order Number

e Selecting Mandatory or Optional for Activity User Entry.

Figure 50: Modify User Defined Field page

Modify User Defined Fields
Step 2 of 3: Modify User Defined Field

Add and/or make changes to the user defined field for a specific activity.

Organization Hierarchy: Rajesh-HLO - Rajesh-High Level Org

~ Denotes required fields.

Activity

User Defined Field
Labe!

[pdaChanged

Desarption™

’cand wedgqw =)

Data Type:*

Maximum Input Length:

Mnimum Input Length:

Display Order Nummber.
3

Activity User Entry

€ Mandatory

& Optonal

Permitted Vakies

List Values...
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)

)

A
= Application Tip

A User Defined Field cannot be modified if it is associated with a
deposit that is in Draft or Awaiting Approval status.

s

5. Click List Values (refer to Figure 50). A Step 2 of 3 (Continued): Define Permitted
Values page appears. Enter details for both the Value and Description, and click Done

(see Figure 51 below).

Figure 51: Continued: Define Permitted Values

Modify User Defined Fields
Step 2 of 3{Continued): Define Permitted Values
Add and/ or make changes to the list of permitted values. Selection Display Order is the order in which g
values are displayed on the appropriate page drop-down where the UDF id used.

Organization Hierarchy: Rajesh-HLO - Rajesh-High Level Org
Label adaChanged

Description dawd wedqw

Delete *Value *Description
Delete All § Undelete All

(m] il [Changeda

=i E 3

=) B E

C I ke

o 3 3

L [ [

o [ [

r [ [

o [ [

[m| [ [

* Denotes required fields.

Add More Lises

6. The Step 3 of 3: Review page appears. Verify the User Defined Field information is
correct, and click Submit. A confirmation page appears showing that the UDF data has
been saved to the database (see Figure 52 below).
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Figure 52: Review User Defined Fields page

Modify User Defined Fields
Step 3 of 3: Review

Verify the User Defined Field information is correct and click Submit.

- Active User Defined Fields
EUDF # 1 ada
Activity Type Create Deposit
Label ada
Description dawd wedqw
Data Type Drop Down List
of Alphanumeric
Values
Display Order Number 1
Adtivity User Entry Optional
Minimum Input Length
Maximum Input Length
# Permitted Values(5)
¥ UDF # 2 new kabel

Marked for Deletion
¥ UDF # 1 my Deposit Subtotal Label ‘

=

Application Tip

Click Edit if you need to make additional changes before submitting
the information and return to Step 4.
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&

Create a User Defined Field

To create a user defined field (UDF), complete the following steps:

1.

2.

Click the Administration tab.

From the Manage Organization menu, select User Defined Fields and click Modify.
The Select OTC Endpoint screen appears.

Select the highest level organization for which you want to modify user defined fields
(UDFs). The Step 1 of 3: Select User Defined Field to Maintain page appears.

Click the Create UDF. The Step 2 of 3: Modify the User Defined Field page appears.
Add the user defined field, and click Done.

You can add a user defined field by
e Selecting the Activity type for the user defined field
e Entering the Label and Description
e Selecting a Data Type
o If the Drop Down List of Alphanumeric Values Data Type is selected,
proceed to step 6.
o If another Data Type is selected, continue entering in information for the
fields below and then proceed to step 7.
Entering the
o Maximum Input Length (Maximum length is 255)
o Minimum Input Length
o Display Order Number
Selecting Mandatory or Optional for Activity User Entry

AN
1\
il

=¥ Application Tip
A User Defined Field cannot be modified if it is associated with a
deposit that is in Draft or Awaiting Approval status.

’l‘u

A Permitted Values button appears. Click List Values. A Step 2 of 3 (Continued):
Define Permitted Values page appears. Enter details for both the Value and
Description, and click Done.

The Step 3 of 3: Review page appears. Verify the User Defined Field information is
correct, and click Submit. A confirmation page appears showing that the UDF data has
been saved to the database.
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&' Application Tip
Click Edit if you need to make additional changes before submitting the
information and return to Step 5.

=a\

[ B

=¥ Application Tip
Additional buttons on the page help you perform other tasks:
Click Cancel to return to the OTCnet Home Page. No data will be saved.
Click Edit to return to the previous page.
Click Next to advance to the next page.
Click Previous to return to the previous page.
Click Return Home to return to the OTCnet Home Page.
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Modify a User Defined Field

You can modify a user defined field as needed to accommodate your organization’s changing
needs. Note that you cannot modify a user defined field that is associated with a deposit that is
still in Draft or Awaiting Approval (AWAP) status. Draft or AWAP deposits must be submitted
to the Financial Institution before you can modify any user defined fields associated with them.

1. Click the Administration tab. From the Manage Organization select, User Defined
Fields and click Modify (refer to Figure 47).

2. The Select OTC Endpoint screen appears (refer to Figure 48).Select the highest level
organization for which you want to modify user defined fields (UDFs).

3. The Step 1 of 3: Select User Defined Field to Maintain page appears. Click the user
defined field Label hyperlink (see Figure 53 below).

Figure 53. Click UDF Label

Modify User Defined Fields

Step 1 of 3. Select User Defined Field to Maintain

 Organization Hierarchy: Rajesh-HLO - Rajesh-High Level Org
Click on the activty label to edt the User Defined Field.
Click on the 'Create UDF' button to create a new User Defined Field.

Click the related checkbox to delete a User Defined Field.

Display Delete

Activity Label Description Order Data Type [ Delete Al / Undelete Al ]
Create ada dawd wedgw Drop Down
Deposic 2 List of -

Aphanumenc

Values
Create new label | new Drop Dovin
Depost description L List of -
Subtotal Alphanumeric

Values
Create my my Deposit Drop Down
Deposic Deposit Subtotal 2 List of -
Subtotal Subtotal Descripbon Alphanumenc

Label Values

4. The Step 2 of 3: Modify the User Defined Field page appears (refer to Figure 50). Make
the changes to the user defined field and click Done.

®Apglication Tip

A User Defined Field cannot be modified if it is associated with a
deposit | that is in Draft or Awaiting Approval status.
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5. The Step 3 of 3: Review page appears. Verify the user defined field information is

correct, and click Submit. A confirmation page appears showing that the UDF data has
been saved to the database (refer to Figure 52).

|||§,’

[
=¥ Application Tip

Click Edit if you need to make additional changes before submitting
the information and return to Step 4.
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&

Modify a User Defined Field

To modify an existing user defined field, complete the following steps:

1.

2.

Click the Administration tab.

From the Manage Organization menu, select User Defined Fields and click Modify.
The Select OTC Endpoint screen appears.

Select the highest level organization for which you want to modify user defined field. The
Step 1 of 3: Select User Defined Field to Maintain page appears.

Click the user defined field Label hyperlink. The Step 2 of 3: Modify User Defined Field
page appears.

Make the changes to the user defined field and click Done. The Step 1 of 3: Select User
Defined Field to Maintain page appears.

)

Il
¢

Application Tip

A User Defined Field cannot be modified if it is associated with a
deposit | that is in Draft or Awaiting Approval status.

Click Next. The Step 3 of 3: Review page appears.

Verify the correct user defined field information is correct and click Submit. A
confirmation page appears showing that the user defined field data has been save to the
database.

)

Su

oo
¥ Application Tip

Click Edit if you need to make additional changes before submitting the
data and return to Step 4.

®Agplication Tip

Click Cancel to return to the OTCnet Home Page. No data will be saved.
Click Create UDF to create a new user defined field.

Click Next to advance to the next page.

Click Previous to return to the previous page.

Click Edit to return to the previous page.

Click Submit to complete the process and display the Confirmation page.
Click Return Home to return to the OTCnet Home Page.
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Delete a User Defined Field

If you find that you do not use a particular user defined field, you can delete it to save labor for
your Deposit Preparers.

1. Click the Administration tab. From the Manage Organization select, User Defined
Fields and click Modify (refer to Figure 47).

2. The Select OTC Endpoint screen appears. Select the highest level organization for
which you want to delete the user defined field (refer to Figure 48).

3. The Step 1 of 3: Select User Defined Field to Maintain page appears. Click the Delete
checkbox next to the appropriate field (note that to delete all the user defined fields, you
can click Delete All) and click Next (see Figure 54 below).

Figure 54: Select User Defined Field to Maintain page
Modify User Defined Fields

Step 1 of 3: Select User Definad Field to Maintain

 Organization Hierarchy: Rajesh-HLO - Rajesh-High Level Org
Ciick on the activity label to edt the User Defined Field.

Click on the 'Create UDF' button to create a new User Defined Field.

Click the related checkbox to delete a User Defined Field.

Display Delete
Activity  Label Description Order Data Type [ Delete Al / Undelste Al ]
Create ada dawd wedagw Drop Dewn
Deposi List of
-
2 Aphanumenc
Values
Create new label  new Drop Dowin
Depost description 1 List of -
Subtotal Aphanumeric
Values
Create my my Depostt Drop Down
Deposi Deposit Subtotal 2 List of -
Subtotal Subtotal Descripton Alphanumenc
Label Values
Next »

&),

Application Tip

A User Defined Field cannot be modified if it is associated with a
deposit | that is in Draft or Awaiting Approval status.

4. The Step 3 of 3: Review page appears. Verify the correct information is marked for
deletion and click Submit (refer to Figure 52). A confirmation page appears showing that
the user defined field data has been saved to the database.

& Application Tip

Click Edit if you need to make additional changes before submitting
the information and return to Step 3.
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&3~ Delete a User Defined Field

To delete a user defined field, complete the following steps:

1. Click the Administration tab.

2. From the Manage Organization select, User Defined Fields and click Modify. The
Select OTC Endpoint screen appears.

3. Select the highest level organization for which you want to delete the user defined field.
The Step 1 of 3: Select User Defined Field to Maintain page appears.

4. Click the Delete checkbox next the appropriate field and click Next. The Step 3 of 3:
Review page appears.

{'ii I

Application Tip

A User Defined Field cannot be modified if it is associated with a
deposit | that is in Draft or Awaiting Approval status.

5. Verify the correct information is marked for deletion and click Submit. A confirmation
page appears showing that the user defined field data has been saved to the database.

=¥ Appl

<~ Application Tip
Click Edit if you need to make additional changes before submitting the
data and return to Step 4.

)
W/ pplication Tip
¢ Click Cancel to return to the OTCnet Home Page. No data will be saved.
Click Create UDF to create a new user defined field.
Click Next to advance to the next page.
Click Previous to return to the previous page.
Click Edit to return to the previous page.
Click Submit to complete the process and display the Confirmation page.
Click Return Home to return to the OTCnet Home Page.
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View a User Defined Field

As an Accounting Specialist, Local Accounting Specialist and Viewer, you can view the
user defined fields that exist for your organization.

1. Click the Administration tab. From the Manage Organizations menu, select User
Defined Fields and click View (see Figure 55 below).

Figure 55. Select User Defined Fields>View

Manage Organizations

Organization Hierarchy >

Accounting Codes »

Custom Labels >

Processing Options [ 3

User Defined Fields [ 3 Modify
View

2. The Select OTC Endpoint screen appears. Select the highest level organization for
which you would like to view user defined field (see Figure 56 below).

Figure 56: Select OTC Endpoint page

View User Defined Field

Salect OTC Endpaint

Select the top level OTC Endpaint to view user defined felds.

CHE  denotes check capture Endpomt TGA  denctes OTC Endpoint M denales mapped accounting code(s)
Organization Hierarchy: High Level Organizations
5535 - 5558

12Testddd - 12TastEM Desc

F599999901 - tast - 3909999901

Acsplocal - Accounting Specialist Local

ActSpachia - Accourding Specialist Nagation Script
ActSpiTGA - Accounting Spacialist TG4 Organization
Agency-Fl - Agencies Using Comercial Fls
Agency-FOR - Agencies accepling foreign deposits
Agency-FRE - Agencies uging FRES as Fla

ATZ - Audit Test

b test - b lest
Booz - Mark's Test Org
© best - c hest
CAL - Testing Audii Log
CEP - Customs and Border Profection
GBS0 - Stabilny
CTF - CTF
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3. The View User Defined Field page appears. Click on any of the user defined fields to
view its characteristics (e.g. activity type, label, description, etc.). The characteristics
appear.

Figure 57: View User Defined Field page

View User Defined Field
Click on a User Defined Field to view its characteristics.
1 Active User Defined Fields
SUDF # 1 ada
Activiy Type Create Deposit
Label ada
Descrption dawd wedqw
Data Type Drop Down List
of Alphanumeric
Values
Display Order Number 2
Activiky User Entry Optional
Minimum Input Length
Maximum Input Length
= Permitted Values(S)
Value Description
1 a
2 b
3 c
4 d
5 e
# UDF # 2 new label
% UDF # 3 my Depost Subtotal Label
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&3~ View a User Defined Field

To view detailed information about a user defined field, follow these steps:
1. Click the Administration tab.

2. From the Manage Organizations menu, select User Defined Fields and click View.
The Select OTC Endpoint screen appears.

3. Select the highest level organization for which you would like to view user defined field.
A View User Defined Field page appears.

4. Click on any of the user defined fields to view it characteristics (e.g. activity type, label,
description, etc.). The characteristics appear.
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In this chapter, you learned:

= How to add accounting codes, and map accounting codes to an OTC Endpoint.
= How to create, edit and delete custom labels
= How to set your options for processing deposits

= How to create, edit and delete user defined fields specific to your agency

In the next module, you will learn how to view financial institutions. If this functionality does not
apply to you, then this completes the series of Chapters for Deposit Processing Administration
Participant User Guides. You can continue to use these guides as reference or extract the How
To Steps at the end of each Topic for quick application.

Notes
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Glossary
A

Access Groups by Users Report - This report displays the roles and the corresponding
access groups of the role for a particular OTCnet user. The role assigns the permissions
(functions/features) that a user has access to in OTCnet. The access group governs the OTC
Endpoint(s) and the data that a user has permission to access.

Account Key - The account number assigned to a deposit when it is submitted to FRB
CASHLINK.

Accounting Code - A unique agency classification code assigned to a transaction. ldentifies
the FRB Account Key that is used within the Federal Reserve. The FRB Account Key is used by
FRB CASHLINK in combination with the RTN to determine the appropriate CA$SHLINK [l CAN.
The FRB Account Key is similar to the CAN, but is only used for FRB financial activity.

Accounting Code Description - A brief explanation that provides further detail about an
accounting code.

Accounting Code Name - The title of the accounting code.

Accounting Specialist - A user who is an expert on the organizational structure, reporting
needs and accounting rules for their agency. This role will establish and maintain the
organizational foundation, accounting data and accounting relationships at the highest level of
the agency in OTCnet.

Activity Type - The parameter indicates if a User Defined Field (UDF) is used for capturing
custom agency information for a deposit or during classifying the deposit with accounting codes.
OTCnet allows for the creation of three UDFs for the deposit activity, and two UDFs for the
deposit accounting subtotals activity.

Adjustment Activity (FI) Report - A business report that allows you to view adjustments made
by your financial institution (FI).

Adjustment Activity (FRB) Report - A business report that allows you view adjustments made
by your Federal Reserve Bank (FRB).

Adjustments by OTC Endpoints Report - A business report that allows you to view
adjustments made by Agency Location Code (ALC) and Adjustment Types (Credit. Debit or
Return ltem Adjustments). An adjustment was created when a deposit ticket has been received
by a financial institution and the amount of the deposit does not match the deposit amount
reported on the deposit ticket.

Agency Contact - A person designated by an agency as the primary contact regarding deposit-
related matters.

Agency Information - The optional comments or instructions, receipt processing dates,
alternate agency contact, and internal control number for your deposit.
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Agency Location Code (ALC) - A numeric symbol identifying the agency accounting and/or
reporting office. Agency Location Code plus 2 (ALC+2) - A numeric symbol identifying the
agency accounting and/or reporting office.

Agency Manager - A user that has authorization to view and download CIRA records and view
reports.

Alternate Agency Contact — A person designated by an agency as the secondary contact
regarding deposit-related matters.

American Bankers Association (ABA) - (also known as Bank Routing Number) A routing
transit number (RTN), routing number, or ABA number is a nine-digit bank code, used in the
United States, which appears on the bottom of negotiable instruments such as checks
identifying the financial institution on which it was drawn.

Audit Log - A table that records all interactions between the user and OTCnet Deposit
Reporting, Check Capture, Check Processing, administrative actions and other processes that
take place in the application. Some entries also contain before and after values for actions
completed. The audit log is available for download to a comma separated value report (CSV)
and opened in a spreadsheet program or available to print in a formatted audit log report.

Automated Clearing House - A computerized network used by member financial institutions to
process payment orders in machine readable form. ACH processes both credit and debit
transactions between financial institutions in batches. ACH items are settled electronically and
do not require an image.

Awaiting Approval (AWAP) - A deposit that is waiting for deposit confirmation by a Deposit
Approver.

C

CASHLINK II - An electronic cash concentration, financial information, and data warehouse
system used to manage the collection of U.S. government funds and to provide deposit
information to Federal agencies.

CASHLINK Il Account Number (CAN) - The account number assigned to a deposit when it is
submitted to CA$SHLINK 1.

Characteristics - The properties of a user, organization, deposit, or financial institution.

Confirmed - A deposit that has been reviewed and then confirmed by a financial institution or
FRB.

Cost Center Work Unit (CCWU) — A Federal Reserve cost center work unit that processing the
FRB deposits and adjustments. It is normally abbreviated as CCWU, and provided only on non-
commercial (FRB settled) transactions provided only on non-commercial (FRB settled)
transactions. Debits and credits processed by FRB Cleveland will be noted with the CCWU
number 9910 on the daily accounting statement agencies receive from the Federal Reserve
Bank.

Custom Label - Text defined by OTCnet that describes a level in the organization hierarchy,
the internal control number, or agency accounting code.
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D

Data Type - The type of data that should be entered for a user defined field.

Date of Deposit - The date, prior to established cut off times, the user transmits a batch of
checks and money orders through check capture, or the date the agency sends the physical
negotiable instruments to the financial institution.

Debit Gateway - The financial settlement program that is responsible for the presenting and
settling of payment transactions acquired through the OTCnet application. The Debit Gateway
receives a transaction file from OTCnet and determines the proper path for settlement of each
item. Items are either converted to ACH for direct automated clearing house debit, or are
included in an image cash letter, which is sent to the Check 21 system for presentment to
paying banks. Once the file is processed, the Debit Gateway sends a Response Processing File
(RPF) to OTCnet with the status of each of the items.

Demand Deposit Account (DDA) - The account at a financial institution where an organization
deposits collections.

Deposit - A collection of over-the-counter receipts deposited to a Treasury General Account for
credit.

Deposit Activity (FI) Report - A business report that allows the financial institution to view
deposits submitted to its location.

Deposit Activity (FRB) Report - A business report that allows you to view deposits submitted
to your FRB.

Deposit Approver - A user who has authorization to review and submit deposits to a financial
institution.

Deposit Confirmer - A user at a financial institution that has authorization to verify the accuracy
of deposits received from an agency.

Deposit History by Status Report - A business report that allows you to view deposits by
status.

Deposit Information - The attributes that define a deposit: deposit status, voucher number,
deposit endpoint, ALC, voucher date, deposit total, check/money order subtotal, currency
subtotal, and subtotals by accounting code.

Deposit Preparer - A user that has authorization to prepare and save deposits for approval to a
Deposit Approver.

Deposit Total - The total amount of over-the-counter receipts included in the deposit.

Deposits by Accounting Code Report - A business report that allows you to view deposits by
accounting code.

Deposits by OTC Endpoint Report - A business report that allows you to view deposits by
OTC Endpoint.
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Display Order Number - The order in which user defined fields (UDFs) should be displayed.

Draft - A deposit that is saved for modification at a later date by a Deposit Preparer.

F

Failed - The item was unable to be processed and/or settled by Treasury/FMS. These are item
that could not be collected such as foreign items or possible duplicate items. These items are
not included on your 215 Report.

Federal Program Agency - A permanent or semi-permanent organization of government that is
responsible for the oversight and administration of specific functions.

Federal Reserve Bank (FRB) - A Federal Reserve Bank is one of twelve regulatory bodies
throughout the United States that make up the Federal Reserve System. Each Bank is given
power over commercial and savings banks in its area and is charged with making sure that
those banks comply with any and all rules and regulations.

Federal Reserve Bank-Cleveland (FRB-C) - Partners with FMS to manage the OTCnet
application. Responsible for check clearing, deployment, training, project management and
customer service.

Federal Reserve System's Automated Clearing House (ACH) System - Enables debits and
credits to be sent electronically between depository financial institutions.

Financial Institution (FI) - A bank, designated by the Treasury and a Treasury General
Account (TGA) of International Treasury General Account (ITGA), which collects funds to be
deposited in the Treasury General Account. These banks also include the Federal Reserve
Bank (FRB).

Financial Institution Information - The name, address, routing transit number, and the
demand deposit account number of a financial institution.

Financial Management Service (FMS) - The bureau of the United States Department of
Treasury that provides central payment services to federal agencies, operates the federal
government’s collections and deposit systems, provides government wide accounting and
reporting services, and manages the collection of delinquent debt owed to the government.

Fiscal Year - A 12-month period for which an organization plans the use of its funds.

Franking - The process of stamping a check processed through Check Capture. The stamp
indicates that the check was electronically processed.

H

Highest Level Organization - The primary level of the organization hierarchy.
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IBM Tivoli Identity Manager (ITIM) - Refers to FMS’s Enterprise provisioning tool for user
account and identity management.

Individual Reference Number (IRN) - The auto-generated unique number used in OTCnet to
identify Check Capture transactions. Input Length Maximum - The maximum number of
characters that may be entered in a user defined field.

Input Length Minimum - The minimum number of characters that may be entered in a user
defined field.

L

Local Accounting Specialist - A user who is an expert on the organizational structure,
reporting needs and accounting rules for their depositing endpoint and its lower level OTC
Endpoints. This role will establish and maintain the organizational structure, accounting code
mappings to individual endpoints and the processing options that one or more lower level OTC
Endpoints will use in OTCnet.

Local Security Administrator (LSA) - An agency or financial institution/federal reserve bank
user who has authorization to maintain user access to an organization, including
assigning/removing user roles and assigning/removing organization hierarchy access. This user
is also able to request and create users for the organization.

Local Verification Database (LVD) - A database (specific to the endpoint using OTCnet) that is
downloaded from OTCnet and stored locally on the agencies network, which replicates the
information found in the Master Verification Database (MVD).

Lower Level Organization - Any organization created below the highest level organization.
N

Non-Reporting OTC Endpoints Report - A business report that allows you to view OTC
Endpoints that have not reported a deposit.

O

Organization - The location or level within a Federal Program Agency.
Organization Hierarchy - The structure of a Federal Program Agency as defined in OTCnet.

OTC Collections - Receipts that contain cash, checks, and/or money orders that are collected
over-the-counter by organization endpoints in exchange for goods or services.

OTC Endpoint - The endpoint (location) that collects over-the-counter (OTC) receipts and
deposits them to the Treasury’s General Account.
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OTC Endpoint (TGA) - The endpoint (location) setup in OTCnet to use Deposit Reporting. OTC
Endpoint Mapping - The assignment of accounting codes to an agency’s OTC Endpoint, for
which a deposit amount can be allocated.

Over the Counter Channel Application (OTCnet) - Refers to the over the counter application
that provide Check Capture and Deposit Reporting to end users.

P

Primary Local Security Administrator (PLSA) - An agency or financial institution/federal
reserve bank user who has authorization to maintain user access to an organization, including
assigning/removing user roles and assigning/removing organization hierarchy access. This user
is also able to request and create users for the organization.

Processing Options - User-defined parameters for the deposit and adjustment processes.

Processing Options by OTC Endpoints Report - A business report that allows you to view
processing options defined for endpoints within the organization.

R

Rejected - A deposit that is returned by a financial institution or FRB to the Deposit Preparer to
create a new deposit.

Routing Transit Number (RTN) - (also known as American Bankers Association (ABA)
Number or Bank Routing Number) - The nine-digit number used to identify a Financial
Institution.

S

Save as Draft - An option that allows a Deposit Preparer to save a deposit for modification at a
later date.

Save for Approval - An option that allows a Deposit Preparer to save a deposit for a Deposit
Approver to submit to a financial institution.

Separation of Duties - A concept used to ensure there are typically separate personnel with
authority to authorize a transaction, process the transaction, and review the transaction.

Settlement Date - The date the deposit is credited to the Treasury General Account.

SF215 Deposit Ticket Report - The report presented to a financial institution by a U.S.
government agency with checks and other payment instruments to make a manual deposit. This
report is manually generated for Deposit Reporting and auto-generated for Check capture. The
report is available in OTCnet for 45 calendar days.

SF5515 Debit Voucher Report - The report used to debit the Treasury General Account (TGA)
to decrease the amount of a deposit made to that account. This report is manually generated for
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Deposit Reporting and auto-generated for Check capture. The report is available in OTCnet for
45 calendar days.

Short Name/Code - The user-defined text describing an organization. Short Names/Codes
must be unique within an organization hierarchy.

Submit - An option that allows a Deposit Approver to submit a deposit to a financial institution.

-

Trade Status - Represents the status of the verification records. There are four 4 possible trade
statuses in the system: Blocked, Denied, Suspended, and Cleared. The Trade Status D-
Suspended or D-Denied is assigned to auto generated Dynamic records.

Transaction History - Defines the time range that a Deposit Confirmer will be able to view the
historical deposit transactions for his or her financial institutions. For example, if the transaction
history is set at 45 days, the Deposit Confirmer will be able to view all the deposits that he or
she has confirmed for the past 45 days.

Transaction Reporting System (TRS) - A collections reporting tool, supplying the latest
information on deposits and detail of collections transactions to federal agencies. The system
will allow financial transaction information from all collections systems and settlement
mechanisms to be exchanged in a single system.

Treasury Account Symbol (TAS) - The receipt, expenditure, appropriation, and other fund
account symbols and titles as assigned by Treasury.

U

US Dollar Equivalent (USE) - The deposit amount, in United States currency, which is equal to
the foreign currency for which it is being exchanged.

US Treasury - The executive department and the Treasury of the United States federal
government.

User Defined Field (UDF) - A user-defined text that describes deposit activity or deposit
accounting activity.

User Information Report - A security report allows that you to view a user’s contact
information.

Users by Access Group (FI) Report - A security report that allows you to view users by
financial institution. Users by Access Group (FPA) Report - A security report that allows you
to view users by OTC Endpoint.

Users by Role (Fl) Report - A security report that allows you to view users by role for your
financial institution. Users by Role (FPA) Report - A security report that allows you to view
users by role for your OTC Endpoint.
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\'

View CASHLINK Il File Status Report - An administration report that allows you to view status
of deposit report files that have been processed by CA$HLINK Il or are ready for CASHLINK 11
to process.

View FRB CAS$HLINK File Status Report - An administration report allows you to view the
status of deposit files that have been sent to FRB CA$HLINK.

View TRS File Status Report - An administration report allows you to view the status of TRS
files that have been processed by Transaction Reporting System (TRS) or are ready for TRS to
process.

View Vouchers Completed Report - An administration report allows you to view the status of
deposit and adjustment vouchers that have completed processed through the FI System To
System Interface in the past 36 hours.

View Vouchers in Progress Report - An administration report allows you to view the status of
deposit and adjustment vouchers in progress.

Viewer - A user who has authorization to view OTCnet information and produce reports from it.

Voucher Date - The financial institution business date a deposit will be presented or the
calendar date the deposit will be mailed to the financial institution.
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